i United States Environmental Protection Agency 1. DUTY LOCATION 2. POSITION NTMRER
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- 3. CLASSIFICATION ACTION: o Reference of Series and Datepf Standards Used w Classily this Position (@) OPH P& Flyshee b as- go
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4. Supervisor’s

: Administrative Specialist Gs 0301 09
Recommendation
5. ORGANIZATIONAL TITLE OF POSITION (if any) 6. NAME OF EMPLOYEE \ G) ‘\& \
- Q’&!Clr‘ Cew e_ Q-)ra g
7. ORGANIZATION (Give complete erganizational breakdown) ¢. Chief of Staff-Ann Arbor
“a. U.S.ENVIRONMENTAL PROTECTION AGENCY I
h. OfMice of Air and Radiation g.
¢. Office of Transportation and Air Quality h. Employing Office Location:

“d. Office of the Director i. Organization Code: ;
/WW Z

8. SUPERVISORY STATUS

O 2] Supervisor or Manager. Position requires the exercise of supervisory or managerial responsibilities that meet, at least. the minimum requirements
for application of the General Schedule Supervisory Guide (GSSG) or similar standards for minimum supervisory responsibility specified in other
position classification standards.

O [4] Supervisor. Position meets the definition of Supervisor in 3.U.8.C. 7103(a)( 10). but does not meel the minimum requirements for application of the
GSSG,

O |5] Management Official. Position meets the definition of Management Official in 3.U.8.C. 7103ta)( 1 D, but does nat meet the GSSG detinition ol
Supervisor/Manager or the definition of Supervisor in 5.U0.8.C. 7103(a) 10).

O 6] Lead Position leads a team performing one-grade interval work and mects the minimum requirements for application of Part 1 of the Work Leader
Cirade Evaluation Guide (WLGEG) or is under a wage system and meets similar minimum requirements as specified by those job standards or other

rectives of the applicable pay system.
eam Leader. Position leads a team performing two-grade interval work and meets the minimum requirements for application of Part 11 of the
WLGEG.

A |8] All Other Positions. Position does not meet any of the above definitions. This is a non-supervisor/non-managerial position.

9. SUPERVISORY CERTIFICATION [ certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational
relanonships and that the position 1s necessary o carry owt governmental functions for which | am responsible. The certification is made with the Knowledge that this
mformation is t be used for statutory purposes relating o appointment and payment of public funds, and that false or misleading statements may constitute violations ol such
statutes or ther implementing regulations.

Typed Name and Title of Immediate Supervisor [ d. Typed Name and Title of Second-Level Supervisor

l racey Bradish. Chief of Staff=Ann Arbor Leila Holmes Cook. Associatg Director, OTAQ
. Signature

/(WM ) o (M@%@Aﬁga y8 /e

10. OFFICIAL CLASSWICATION CERTIFICATION: | centify that this position has heen clus$ifd/graded as required by Title 3. U.S. Code, in conformance with
stundards published by the ULS. Office of Personnel Management or, if no published standards apply dircetly, consistently with the most applicable published standards.

a. Promotion Potential

[ This position has no promotion potential O If position develops as planned and employee progresses satisfactorily. this position has known
) promotion potential o grade: (567 3

b. PSB Risk Designation | c. Financial Disclosure Form d. “Identical, Additional” (1A) ¢. FLASA Determination {. Functional

I Low O OGE-450 Required Alocation This position NONEXEMPT O EXEMPT* Classification
0O 2 Moderate O QGE-278 Required B/m:ly be A ed W exemption category) Code
O 3 High @ No financial disclosure O may not be 1A ed Administrative
Security Clearance forms required i O is limited to current incumbent | O Professional O Exccutive OO
Required: O Yes O No I }
g. Bargaining g h. Check, :t'.tpp[lcable i. Classifier’y Signature j. Date
L nit Code : g Medical Monitoring Reguired (__M“ /) g\
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) 4 ’\@ [ Ihis position is subject o random drug lu.lmé? ) | C/ s \QNU\J”M”_‘ & \ U
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T ORGANIZATION (CGive vamplete omganizational hreak down)

“ immediate Office

| USTENVIRONMENTAL PROTECTION AGENUY

Office of Air & Radiation

I\

Office of Transportation & Air Quality

. Employing Ottice Locativn

Las Vegas, NV

Assessment & Standards Division

v Oreanization Code

LCD00000

£ SUPERVINORY STATUS

) 121 Nupervisor or Maaager. Pusition requites the exercise of supervison or masuperial responsibifities thas meel, at least, the minimum requircateats
for applicaton af the Geacral Schedule Supenvisory Guide ¢GSSG) or similer stundands lor minimum supenisory responsibility specified in other

o
w]
a

a

position classitication standards.,

14
GRSG
151

Supers isor Manager or the detinition of Supervisor in S.US.C. 7103 10).

18]

directives of the applicable pay system.

171
W1 Gkt

Supervisor. Position meets the definition of Supervises in S.ULS.C. THIRGM 10, bt dovs not meet the minimum sequirements for application of the
Maaagement Official  Position meets the definivon of Magagement Ofticial io S105.C THud@p Hh bt does nos meet the GSSGdetinition of

Lead Position feads a tean performing one-grade interval wark and nweets the minimum requirentents for application of Part { of the Wark Leadee
Girde byvabuation Guide (WLCGEG) or is under @ wage system ond aiocts similar minimam requirerecats as specitied by those job stndards or othet/

Team Leader. Position leads a twam performing two-grade interval work and meets the minimum sequirements for application o I'ant {1 of the
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~tatates ot the implementing regulations
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u. Fyped Name and Tirle of fmmediate Superiisor

wilham Charmiey, Director, ASD

.

b,
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Christopher Grundler, Director, OTAQ ,\A"‘;‘/
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EP.

POSITION DESCRIPTION AMENDMENT

EMPLOYEE NAME ORGANIZATION LOCATION OF POSITION
OAR/OTAQ/ASDIO

POSITION TITLE SERIES GRADE POSITION NUMBER

Admin Specialist 0301 09

AMENDMENT

This posiion has been raconsiructed downward to grade level GS.09 in order lo provide progression to the full parformance level
GS-13

The incumbent receives on-tha-job ttaining. progressively mare complex assignments, and closer supervision in the performance of
dulies leading to the next higher level.

The incumbent may be considered for proaiotion when hefshe has satisfactorily completad approprate traning. demonstrates the
ability to perform work at the higher grade leve!, and meets basic qualificanon and elgibility raquirements including time-in-grade
and specialeed experience

Duties and respoansibiities are essentially the same as descnbed at the GS-11 level. except for the folowing factors The position
operates wilh a lesser leval of independence and authority Assigiimants are lass controversial

Factor 2: Supervisory Controis - Level 2-3 (275 points)

The supervisor assigns spectic picjects in terms of issues, organizations, funclions, of work pracessas ta be studied and sets
daadlines for completing ihe work Where two or more projects are involved, the supervisor may 8ssign priories among the vanous
projects as well as deadlines for the attainment of specific milestones within a project The supervisor or higher grade specialist
provides assistance on contraversial issues of on the apphcation of qualiative or quamitative analytical methods for which a
precedent does not exist

The empicyee plans, coordinates, and camas out the success:ve sieps n fact-finding and analysss for agmmistrative and budget-
related issues. Work problems regarding the routine day-to-day administration of Division operations are normially resolved by the
employee without reference to the supervisor. in accordance with the body of accepled office poicies. apphcable precedents.
organizational concepts. management theory. and occupalionsl t7aming

Work may be reviewed for conformance wilh office policies. Complate work products such as admwistrative and financial reports.
are also reviewed for consistency of facts and figures. choice of appropniate analylical methots, and practicality of
tecommendations Findings and sacommendatians developed by the employee are reviewred prior 1o release. pubtcalion. ot
discussion with managament officials

Factor 4: Complexity - Level 4-3 (150 Points)

The work pnncipally mvoives daating with problems and relationships of a procedural nature rather than the subsiance of work
operations, issves or other subjects The work invalves gathering informalion, danidying and analyzing issues, and developing
recormmendations 1o resoive substantive problems in areas of tmekeepmg, travel arrangamants, budget-related 1ssues, contracts
1ssues. personnel actions, and communscations with iternal and external stakehoiders. Work at this level may require the
apphcation of qualtative and quantiatve analycal technigques that frequently requite modification to fit 2 wider range of vanabies

Some assignments may invoive observing and evaluating administrative and financial processes n ASD to identify and resoive
problems in work-flow. work methods and praceduras. lask distnbunon, overall workioad, farms and récoqd keeping, span of control
and arganizational structure When performed, thesa evaluative assigniments nught invelve measurement of curent work output.
group productivity and accomplishmants. or identification of currant resourca neads (staff, supplies, aquipment, and space) The
employee prepares nafrative reports containing a statement of the issue or problem. background. observations. options for change.
and recommaendations for action and presems 1o ASD leadershp

Fingmgs and recommendations are based upon analysts of work observations, review 6f produchion records or simidar
gocumentation. research of precedent studies. and apphcation of standard administrative o financial guidekines (e g , staffing
guideimes or peiformance and production standards)

.

RS,SI/GPIﬂTURE / DATE , SUPERVISOR'S SIGNATURE DATE

, 21010 ., et g | 115/

FORM 3150-5 (9-73)

Printed on Recycled Paper




Extramural Resources Management Duties Checklist

This checklist may be used {o identify duties in managing contracts, grants, cooperative agreements, and
interagency ;agraements. It is a tool for identifying dulies to be added to position descriptions for positions
requiring 25% or more of time on any combination of extramural resources management duties. The

checklist may be used as an amendment to position descriptions for { iri 9
time on these duties. P iptions for positions requiring less than 25% of

Employee information

Name

Position Number ___

Title __ Admiinistrative Specialist

Series/Grade __0301/09

Organization

__USEPA/OAR/OTAQ/ASDIAO

When this checklist is used as an
Supervisor's Signature

Personnel Specialist's Signature

Nﬁ mﬁtﬂfw )

Percentage of Time Spent on

Extramural Resources Management

This position has no exiramural resources

X __

/]

management responsibilities.

Total extramural resources management duties
occupy less than 25% of time.

Total extramural resources management duties
occupy 25% to 50% of time. These duties are
indicated below and described in the position
description.

Total extramural resources management duties
occupy more than 50% of time. These duties are
indicated below and described in the position
description.

to a position description, the following signatures are required’

a

pate __1/13 /16
_

~

Date L L

7

Part 1. Contracts Management Duties

Pre-award.

I

Plans procurements

Estimates costs

Obtains funding commitments
Prepares procurement requests
Wriles statements of work

Reviews statements of work
Processes unsolicited proposals
Responds to pre-award inquiries
Participates in pre-award conferences
Conducts technical evaluation of proposals
Participates in debriefing/protests
Other (list)

Post-award:

1]

Prepares delivery orders

Reviews contractor work plans

Reviews coniractor progress reports

Monitors government-furnished property
Monitors cost, management, and overall technical
performance of contract after award

|

Monitors management and performance of
delivery orders/work assignments after award
Defines scope of work for work assignments
Approves payment requests or ACH drawdowns
Manages cost-reimbursement contracts
Reviews invoices

Inspects and accepls deliverables

Other (list)

Close-out:

|

Writes reports on contractor performance, costs,
and tasks performed

Reconciles payments with work performance
Closes out payments

Performs cost accounting

Provides assistance to Contracting Officer in
settling claims

Other (list)

Percentage of Time Spent on Contracts Management:

D% M




~d

Part 2. Grants/Cooperative Agreements Duties

Pre-application/Application

—.. Prepares solicitation for proposals
\ /. ... ldentilies potential grantees for areas of program

emphasis

Makes initial determinations (whether project is
procurement of assistance, whether agency has
legal authority, whether applicant is eligible.
whether funding is available, elc )
Prowndes administrative information to applicants
Determines appropriateness of applicant »s
workplan/activities/budget and compliance with
regulations and guidelines and negotiates
changes with applicant
Assists applicant in resolving 1ssues in application
For cooperative agreement, determines
substantial Federal mvolvement and develops a
condition for agreement
Negotiates level of funding
Conducts stte visits (0 evaluale program capability
Serves as resoutce to Selection Pane!
Informs applicants of funding decisions
Other (list)

Prepares funding package. including Decision
Memorandum

Obtains concurrences/approvals
Reviews/concurs in completed document
Establishes project file

Other (hist)

\ /roiect Management/Administration

Maonitors recipients aclivities and progress
Reviews reports and deliverables and nobfies
recipient of comments

Provides technical assistance to recipients

Advises Grants Management Office of potential
problems/issues

Participates in decision/actions to ensure
successfut project completion and in decisions to
impose sanctions

Approves payments requests or ACH drawdowns
Reviews requests for modifications, additronal
funding, etc. and makes recommendations to
Grants Management Office

Nagotiates amendments

Reviews Cost/Price/Analysis tor recipient
contracts/change orders (Superfund only)

When necessary. recommends termination of the
agreement

Resolves with Grants Management Office
admunistrative and financial issues

Conducts periodic reviews to ensure comphance
with agreemen!

Other {list)

Ciose-out

Certifies deliverabies were satisfactory and timely
Provides assistance to recipients and Grants
Management Office to ensure timely closeout
Reconciles payment with work performed
Notifies recipient of close-oul requirements
Obtains legal assistance if necessary to resaive
incomplete close-aut

if project is audited, responds to 1ssues and
ansures recipient complies with audit
recommendations

Other (hist)

T

Percentage of Time Spent on Grants/Cooperative
Agreements Management:

Part 3. Interagency Agreements Duties

Pre-Agreement

Plans and negotiates work effort

Estimates costs

Obtains funding cammitments

Prepares commitiment notice

Writes or reviews scope of work

Responds to pre-agreement inquiries
Participates in pre-agreement conferences
Coordinates with appropnate staff in deveioping
Independent Government Cost Estimates (IGEs)
Negotiates and ensures execution of Superfund
State Contracts (Superfund only)

Performs technical evaluation of work plan and
budget

Prepares funding package and obtains necessary
concurrences

Other (hst)

i

Project ManagermenVAdmimistration.

e

Reviews progress reports/financial reports

- 0
O Yo
—__ Monitors cost management and averall lechmcal
performance
. Participates in decisions about project
modificationftermination

Conducts periodic review of Superfund State
contracts payment receipts (Superfund only)
Inspects and accepts deliverables

Other (list)

Close-out
Raviews final repon
Decides on disbursement of equipment
Reconciles payments with work performed

____ Reviews Superfund State Contracts to ensure full
reimbursement (Superfund only)
Certifies deliverables
Resolves close-out issues with Grants
Management Office/other agency
Other {List)

Time Spent on Interagency Agreements Management:

O %




| United States Environmental Protection Agency L. DUTY LOCATION 2. POSITION NUMBER

- POSITION DESCRIPTION COVERSHEET Ann Arbor, Ml OO 400
{3 CLASSIFICATION ACTION: a. Reference of Serics and Date pf Standards Used o0 Classify this Position (aT oA ¥C Flyzhee a%5-2
S Stz s assify this Pos -2
: es, TS-% ; bl z -
Semes, T8-34, 144, (b) Adorins < Sl Goade Zodloadin Gee,01s 98 2ho
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4. Supervisor's

it Administrative Specialist GS 0301 \ \
5 ORGANIZATIONAL TITLE OF POSITION (if any) 6. NAME OF EMPLOYEE ( -
| Be\aocr -Geeene Natelic
7. ORGANIZATION (Give complete organizational breakdown) ¢. Chief of Staff-Ann Arbor = 7
“a. ULS,ENVIRONMENTAL PROTECTION AGENCY P

h. OfMice ol Air and Radiation

m

“¢. Office of Transportation and Air Quality h. Employing Office Location:

do Office of the Director i. Organization Code: |

LD

8. SUPERVISORY STATUS

O 2] Supervisor or Manager. Position requires the exercise ol supervisory or managerial responsibilities that meet, at least. the minimum requirements
for application of the General Schedule Supervisory Guide (GSSG) or similar standards for minimum supervisory responsibility specified in other
position classification standards.

O [4] Supervisor. Position meets the definition of Supervisor in 5.1.5.C. 7103(a)(10). but does not meet the minimum requirements for application of the
GSSG.

O |5] Management Official. Position meets the definition of Management Official in 5.1.8.C. 7103(a)(t1). but docs not meet the GSSG definition of
supervisor/Manager or the definition ol Supervisor in 3.U.5.C. 7103(ay 10).

O |6] Lead Position leads a team performing onc-grade interval work and meets the minimum requirements for application of Part | of the Work Leader
Grade Fyalumtion Guide (WLGEG) or is under a wage system and meels similar minimum requirements as specified by those job standards or other

rectives ol the applicable pay system.
sam Leader. Position leads a team performing two-grade interval wark and meets the minimum requirements for application ol Part [T of the

() '
\‘-ﬂwxnwi

X 8] All Other Positions. Position does not meet any of the above definitions. This is a non-supervisor/non-managerial position.

9. SUPERVISORY CERTIFICATION [ cenify that this is an accurate statement of the major duties and responsibilities of this position and its organizational
selationships and that the position is necessary t carry out governmental functions for which | am responsible. The certification is made with the knowledge that this
mformation is to be used for statutory purposes relating (o appointment and payment of public funds, and that false or misicading statements may constitute violations ol such

statutes or their implementing regulations,
a. Typed Name and Title of Immediate Supervisor d. Typed Name and Title of Second-Level Supervisor
tracey Bradish. Chiel of Staif-Ann Arbor Leila Holmes Cook. Assaciaty Director. OTAQ

b. Signature - ¢. Date e. Sigpature / ,6/ . \Dme
/W’%@f@ Ionat MMKW Tdc | Wi/

10, OFFICIAL CLASSHPICATION CERTIFICATION: I certify that this position has been clussiffed/araded as required by Tille 5. U.S. Code, in conformance with
standards published by the ULS, Office of Persennel Management or. if no published standards apply dircetly, consisiently with the most applicable published standards.

a4, Promotion Potential

O This position has no promotion potential O I position develops as planned and employee progresses satislactorily, this position has known
promation potential to grade:

b. P Risk Designation | c. Financial Disclosure Form } d. “ldentical, Additional™ (1A) e. FLRA Determination f. Functional
I Low ' 0O OGE-450 Reguired [ Ahocation This position NONEXEMPT O EXEMPT* | Classification

O 2 Moderate O OGE-278 Required Z/mu_\* be 1A ed ([;u‘}d( exempltion category) Code

a 3 High @ No financial disclosure O may not be 1A ed Administrative

seeurity Clearance forms required 0O is limited to current incumbent | O Professional O Exceutive OO

Required: O Yes O No

. Bnrgniuing' h. Check, if applicable: i, Classifier’s Signatare j. Date

t nit Code f O Medical Monitoring Required C/_M‘\ /) <
O Extramural Resources Management Duties {}2}1‘ ol time) ‘ B \ s
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N O This position is subject w random drug lesting
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United States Lnvironmental Protection Agene '
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S ORGANIZATION L TITLE OF FOSTTION (i uny ) 6. NAME OF EMIPLOYFEE .

TLORGANIZATION (Gise vomplete angenizational hreakSowa) o, . ’
. immediale Office

« CSTINVIRONNENTAL PROTECTION AGENUY T

" Office of Air & Radiation ¢

. Frploy e OfTice Location

Office of Transpartation & Air Quality Lés Vagas, NV

Assessment & Standards Division b Organization Code LCDO0C00
% SUPERVISORY STATUS

11 ! " , . . . e A e - . . . oates e .

U Supervisor or M‘anag_cr. Positian requires the exervise of supervivim or managerial respansibitities thas meet, at teast, twe minimum requircments
forr :U_‘P'“’il""" afthe Geaeral Schedule Supervisory Guide (GNSG ) or ssmiles stundands loe minimum supen isory responsibiline specificd in othes
position chissitieation standasds.

1 . el e ey . . . N v . - .

O (4] Supervisor, Position meets the defimition of Superyvisar in 5.L0.5.C TR TOY, it dows not meet the minimum fequiremcents for application of the
RN

O 3] Maaageoent Qfficial  Position megts the deltitnw of Magagernemt Ofticial w 3 U800 TH0Say L bt does not meet the GSSC detinition of
Superyisor Manager ar the detinition of Supervisar in SUS.C. HO i1y

O 18] fead ositnm leads 2 teamn perforntitg ore-grade imerval work and mects the arinimem requirentens for application of Purt | of the Wark Feader
Girade Bvalwstion Ciadde §WLCHIG 1 oF is under o wage system and mects similar mininam requitements as specitied by those job atandards or other
directives ol the applicable pay system,

CHITE Team Leader. Position leads a wam performing iwo-grade inkerval work and meots the nunimum sequircments for application of Ffa 1 of the
W1 CikCr,

d("l ATEOther fasitinns. Position docs not mget any ol the above definitions  Ehis is o nanesupervisor non-manager ial position,

~

YoNUPERVESORY CERTIFICNTION ety thae gus o an accuate satement of the mipor duties and resporisshilihics of this pasitson and 14 atganzidsona
relatnretdape snd that S ponitauz i Recessany W cany out zovernmental fumvctions for whach § um responsstde  The ceadication 1 made wath the knowledpe that thus
o s b be used S0 sttutory purpoees (el o appotatcnt and pastient ot public funds, s tat fadse o aisfeadnng statcments iy constaute vinkisbons of sixh

atatutes o thess ehpleinentaing regudations
n. Typed Name and Tirle af fmmediate Superyisar d. Vyped Nume und Tithe nf Second-Level Supervisor
Witham Charmley, Oirgctor, ASD Christopher Grundler, Director, OTAQ ,,\‘{-;7’
b Nignatuee T ¢ Date o Sigoamre , f. Datc
é/"/”{f(lf’( | 9;'5 {13/
WA e’ N ’ ; e/ 6/
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1, OFFICIAL CLANSFICATION CERTHICATION: Cearafy th the postion has boen classiiivd ansded as wequsred tw Title 5,10 8§ Code. i contormiince with
standads gubbialod by e £ 8 OITice o Petsoane) Management of_ i oo publshed standands apph daredthy , conmsigatiy 5 th tie most applicable pubilished standasd>

a. Promotion Potential

Ot puaitiog has s promation potential

d I penition develups as plumed aud employee progresses sausfacturily, this pusition has known

. e _promution poicatinl t gradc: 13 S T
b i-"':fﬁ.(i:\ﬂﬁ}xi’u;xﬁigﬁ—ft*. Finoncial Disclasure Form | d. “Identical. Additional™ (£A) c. ELSA Determiaavion I. Fuactivnal
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Office of Air & Radiation
Office of Transportation & Air Quality
Assessment & Standards Division
Immediate Office
Administrative Specialist, GS-301-11

INTRODUCTION

This position is located in the Environmental Protection Agency (EPA). Office of Air &
Radiation (OAR). Office of Transportation and Air Quality (OTAQ), Assessment and Standards
Division (ASD). Immediate Office (10). '

OTAQ has national responsibility for analyzing, controlling and reducing emissions from all
mobile sources of air pollution. Mobile sources include cars, trucks, buses, motorcycles, farm
and construction equipment, lawn and garden equipment, marine engines, aircraft, and
locomotives.

The mission of ASD is to develop control strategies, reduce emissions from mobile sources
through the establishment of national standards for vehicles, engines, and fuels. ASD carries its
mission through regulation, policy, and technology development, guided by the assessment of
environmental and economic impacts, policy development and analysis, and the demonstration
of innovative technologies.

DUTIES AND RESPONSIBILITIES

The employee serves as the Administrative Specialist for the Division, providing general
management of administrative processes and systems. The position supports policies and
programs required to carry out ASD’s responsibilities in the development of regulatory programs
for vehicles, engines, and fuels.

To perform the job, the employee performs a variety of assignments revolving around the
following main areas: 1) administrative management and support; 2) financial management
(budget/contracts/grants/purchase cards); 3) human resources administration; and 4)
communications/outreach. The employee uses knowledge of Division programs to make
decisions on priorities and to provide direction and guidance in the management of Division
office operations.

Administrative Management and Support:

* Serves as the contact for OTAQ and Agency administrative processes (e.g ., time

and attendance , travel, records management, etc.) within the Division and provides guidance
accordingly to administrative staff in ASD:

- Provides direction and guidance on administrative procedures and processes to ensure
consistency across the Division and compliance with OTAQ and Agency requirements: keeps
Division informed on new policies;

- Updates the Division Director’s calendar/schedule to include meetings and travel;

- Helps to develop and implement standard operating procedures to support the administrative
needs of the Division;



order to support the effective planning and implementation of public hearings. This knowledge is
used for coordinating, performing and tracking all administrative processes and procedures in
the Division.

* Strong written and verbal communication skills. This knowledge/skill is used to effectively
provide guidance and direction to ASD management and staff regarding administrative
processes, to serve as Division liaison with Office/Agency personnel, and to prepare relevant
materials and reports.

* Professional knowledge of various automated systems such as FPPS, PeoplePlus, and
COMPASS. This skill is used for processing personnel actions, managing timekeeping
activities, and developing contracts and grants.

* Strong project leadership skills. This knowledge/skill is used to effectively monitor and track
administrative processes and actions, and provide support to Division meeting, such as public
hearings.

* Strong ability to critically analyze budget data for a large organization. This ability is used for
identifying and resolving common budgetary problems within the Division.

» Strong teamwork and collaboration skills. This knowledge/skill is used to lead and/or mentor
the administrative team and to effectively coordinate work with co-workers (management and
staff) in the Office and the Agency.

« Strong analytical skills. This knowledge/skill is used to assess the effectiveness of Division
administrative processes and materials, identify any gaps and weaknesses, create solutions
and/or recommend improvements, and implement those solutions/improvements.

Factor 2: Supervisory Controls Level 2-4 (450 points)

The supervisor sets the overall objectives of the work, providing general guidance on project
plans for assigned duties. However, the employee will generally make independent decisions on
daily matters that are based on standard operating procedures or prior practice. The supervisor
will rely on the knowledge of the employee of administrative and budget-related processes for
the daily operation of the Division. For routine and day-to-day administration of Division
operations, the employee will use his/her understanding and knowledge of Division programs,
staff, policies, and needs to carry out his/her assigned duties. The employee will also seek
assistance from other staff in the Division, Office, and Agency carry out assigned duties,
including the organization of resources needed to carry out the tasks required for the effective
operation of the Division. Significant problems or controversial issues are referred to the
supervisor. The employee will inform the supervisor of potentially controversial findings, issues,
or problems with widespread impact but otherwise will carry out the assigned tasks
independently. Work that is controversial or impacts the Division is reviewed upon completion
for technical adequacy, consistency with objectives, and adherence to standard practices.
Otherwise, routine work products do not need higher level review.

Factor 3: Guidelines Level 3-3 (275 points)
Guidelines consist of Federal, EPA, OTAQ, ASD policies and procedures, and instructions
given by the supervisor, along with standard reference materials, texts, and manuals covering the
application of analytical methods and techniques (statistical, descriptive or evaluative) and
instructions and manuals covering the subject involved (e.g., organizations, equipment,
procedures, policies, and regulations).




Factors 6 and 7: Personal Contacts / Purpose of Contacts Level 6- 4/ 7-C (230 points)
Contacts are with individuals or groups from inside and outside of the employing agency at
national or international levels in highly unstructured settings. These could include phone calls
and electronic communications involving staff, mangers, contractors, Members of Congress,
representatives of foreign governments, presidents of domestic and international large firms,
members of the news media, leaders of public action groups, and members of the public.

The purpose and extent of each contact is different and the role and authority of each party must
be identified and developed during the course of the interaction. The purpose of personal
contacts range from factual exchanges of information to resolving problems affecting the
efficient operation of the Division. This could include resolving discrepancies on time reporting.
negotiating issues related to budget and/or contracts, providing guidance to staff and managers
on required administrative procedures, dealing with vendors providing services to the Division,
etc.

Factor 8: Physical Demands Level 8-1 (5 Points)
Work is basically sedentary with minimal physical demand required. There is some carrying of
light items such as papers and files. Occasional walking, bending, or climbing may be required.

Factor 9: Work Environment Level 9-1 (5 Points)

The work is performed primarily in on office environment. At times the employee may be
required to visit the laboratory where normal safely precautions must be observed. The work area
is adequately lighted, heated, and ventilated.

Total Points =2590



1. INTRODUCTION:

Position Classification
Evaluation Statement
Request No.: No action #

A. Position Location: OAR; OTAQ; ASD; IO

B. Action Requested: Recruitment

C. Proposed Classification: Administrative Specialist GS-301-11 (Target GS-13)
D. Audit or Supervisory Interview: No

II. REFERENCES: (a) OPM PC Flysheet for GS-301 Series, TS-34, 1/79; (b)
Administrative Analysis Grade Evaluation Guide, TS-98, 8/90.

III. SERIES DETERMINATION: The work of this position involves analytical work
of a general administrative nature, with no specific subject-matter occupational series
being appropriate. Therefore, it is allocated to the GS-301 series.

IV. TITLE DETERMINATION: Administrative Specialist is the constructed title
desired by the submitting office and is in common use throughout the agency.

V. GRADE DETERMINATION:

FACTORS

FLDS/PTS

COMMENTS

1. Knowledge
Required

1-7 1250 Pts

The position meets level 1-7, at which the work requires
analytical ability, judgment, discretion, and knowledge of a
substantial body or administrative or program principles,
concepts, policies, and objectives such as would be gained
through extended graduate study or experience and skill in
applying this knowledge to difficult and complex work
assignments.

Knowledge requires falls short of level 1-8, which is an expert
analyst level; work requires application of a wide range of
qualitative/quantitative methods for assessment and
improvement of program effectiveness of complex management
processes and systems.

2. Supervisory
Controls

24 450 Pts

The position receives general supervision typical of level 2-4.
Supervisor assigns work in terms of overall objectives and
resources available. Employee and supervisor, in consultation,
develop the deadlines, projects, and work to be done.

Employee independently plans, organizes and performs the
work; determines the approach and makes modifications as
needed. Work is reviewed for feasibility and effectiveness in
meeting the assignment requirements.

The supervisory controls fail to reach level 2-5, which is a level
of extraordinary independence.

3. Guidelines

3-3 275Pts

The position meets level 3-3. Guidelines are available but are
not completely applicable. Incumbent uses judgment in




evaluating, selecting, and adapting the appropriate guidelines.
The position does not level 3-4 at which guidelines at which
guidelines consist of administrative policies/precedents which
are available but are often inadequate in dealing with the more
complex or unusual problems. The incumbent is required to
use resourcefulness, initiative, and judgment based on
experience to deviate from or extend traditional techniques and
practices in developing solutions to problems where precedents
are not applicable.

4. Complexity

4-4 225 Pts

The position meets level 4-4 at which work involves the
application of standard practices to new situations and relating
new work situations to precedent ones. Incumbent modifies,
adapts, or makes compromises with standard guides.

The position does not reach level 4-5 at which the work consists
of projects and studies which require analysis of interrelated
issues of effectiveness, efficiency, and productivity of
substantive mission-oriented programs; assignments require
developing detailed plans, goals, and objectives for the long-
range implementation and administration of the program,

and/or developing criteria for evaluating the effectiveness of the
program.

5. Scope &
Effect

5-3 150 Pts

The position meets level 5-3. Purpose of the work is to perform
routine assignments. The work affects the accuracy, reliability,
and timeliness of projects or services provided by the
organization.

The position does not reach level 5-4 at which the purpose of
the work is to assess the productivity, effectiveness, and
efficiency of program operations; establish criteria to measure
and/or predict attainment of program goals and objectives and
developing related administrative regulations.

6. Personal
Contacts

6-4 see #7

Contacts meet level 6-4, which (according to the PD) include
high-ranking officials of other agencies, Members of Congress,
representatives of foreign governments, presidents of large
domestic and international firms, members of the news media,
leaders of public action groups, state executives or legislative
leaders, etc., in highly unstructured settings. The purpose and
extent of each contact is different, and the role and authority of
each party must be identified and developed during the course
of the interaction.

Personal contacts exceed level 6-3 and include other agencies,
contractors, private industry, and public groups, who are likely
to embrace points of view and positions that differ from those
of the Agency in fundamental ways. Their objectives are likely
to differ from program requirements and there may be elements
of an adversarial relationship or other obstacles to overcome.
This requires greater initiative and persistence in maintaining
good working relationships.

7. Purpose of
Contacts

7-c 180 Pts

Purpose of contacts meets level 7-c, at which the purpose is to
influence managers or other officials to accept and implement
findings and recommendations on organizational improvement




or program effectiveness.

Purpose of contacts does not meet level 7-d, at which the
purpose is to justify, settle matters involving significant or
controversial issues such as recommendations affecting major
programs, dealing with substantial expenditures, or
significantly changing the nature and scope or organizations

8. Physical 8-1 5 Pts | Work is sedentary.

Demands

9. Work 9-1 SPts | Work is performed in an office environment, although some
Environment field visits may be necessary.

Total Points: 2590 2355—2750 converts to GS-11

VI. SUMMARY:

A. FINAL TITLE, SERIES, GRADE: Administrative Specialist, GS-301-11
B. FLSA DETERMINATION: Exempt under 5 USC 551.206

C. FUNCTION CODE:

D. DRUG TESTING REQUIREMENTS: Information not provided.

E. FINANCIAL DISCLOSURE REQUIRED: Information not provided.

VII. SIGNATURE AND DATE

A’,""' 2. 72&”‘&
4/22/16

Barbara M. Moore Date
Sr. Contract Classification Specialist
FPMI Solutions, Inc.




Extramural Resources Management Duties Checklist

| This checklist may be used lo identify duties in managing contracts, grants, cooperative agreements, and
Weragency agreements. Il is a tool for identifying duties to be added to position descriptions for positions
quiring 25% or more of time on any combination of extramural resources management duties. The
checklist may be used as an amendment to position descriptions for positions requiring less than 25% of

time on these dutiss.

Employee Information

Name

Position Number
Title __Administrative Specialist
Series/Grade __ 0301/11

LASO 4o

Organization

__USEPA/OAR/OTAQ/ASD/IO

“upervisor's Signature

wersonnel Specialist's Signature

When this checklist is used as an amendment o a position de

£

Percentage of Time Spent on
Extramural Resources Management

This position has no extramural resources
management responsibilities.

Total extramural resources management duties
occupy lass than 256% of time.

Total extramural regources management duties
occupy 25% to 50% of time. These duties are
indicated beiow and described in the position

Tota! extramural resources management duties
occupy more than 50% of time. These duties are
indicated below and described in the position
description.

. the following signatures are required:

Date ///‘3/16

Date 66/“ [1(/

Part 1. Contracts Management Duties

Pre-award:

s

Plans procurements

Estimates costs

Obtains funding commitments
Prepares procurement requests
Writes statements of work

Reviews statements of work
Processes unsolicited proposals
Responds to pre-award inquiries
Participatas in pre-award conferences
Conducts technical evaluation of proposals
Participates in debriefing/protests
Other (list)

Post-award:

S

Prepares delivery orders

Reviews contractor work plans

Reviews contractor progress reports

Monitors government-furnished property
Monitors cost, management, and overall technical
performance of contract after award

s

Monitors management and performance of
delivery ordersiwork assignments after award
Defines scope of work for work assignments
Approves payment requests or ACH drawdowns
Manages cost-reimbursement contracts
Reviews invoices

Inspects and accepts deliverables

Other (list)

Close-out:

Writes reports on contractor performance, costs,
and tasks performed

Reconcltes payments with work performance
Closes out payments

Performs cost accounting

Provides assistance to Contracting Officer in
settling claims

Othaer (list)

Percentage of Time Spent on Contracts Management:

0_|*




Part 2.

Grants/Cooperative Agreements Duties

Pre-application/Application:

Prepares solicitation for proposals

ldantifies potential grantees for areas of pragram
emphasis

Makes mitial determinations (whether project is
procurement or assistance, whether agency has
legal authority, whether applicant is etigible,
whether funding 1s available etc )

Providdes administrative information to applicants
Ceterrmines appropriateness of applicant-s
workplan/activities/budget and compliance with
regulations and guidelines and negotiates
changes with applicant

Agsists apphcanl in resalving issues in apphcalion
For cooparative agreement, determines
substantial Federal involvement and develops a
condition for agreement

Negotates tevel of funding

Conducts site visils to evaluate program capability
Serves as resource o Selection Panel

informs applicants of funding decisions

Cther (hst)

Prepares lunding package. including Decision
Memorandum

Gbtamns concurrences/appravals
Reviews/concurs in completed document
Establishes project fila

Other (list)

Management/Administration:

Monitors recipients activities and progress
Reviews reports and deliverables and notifies
recipient of comments

Frovides technical assistance to recipients

1

NN

Advises Grants Management Office of potental
problems/issues
Participates in decision/actions to ensure

successiul project completion and in decisions o

impose sanclions

Approves payments requests or ACH drawdowns
Reviews requests for modifications, additional
funding, etc. and makes recommendations to
Grants Management Office

Negotiates amendments

Reviews Cost/Price/Analysis for recipient
contracts/change orders (Superfund only)

When necessary recommends lermmation of the
agreement

Resolves with Grants Management Office
admurustralive and financia! issues

Conducts periodic reviews to ensure comphance
with agreement

Other (list)

Close-out’

T

Certifies deliverables were satisfactory and timatly
Provides assistance to recipients and Grants
Management Office to ensure himely closeout
Reconciles payment with work performed
Nolifies recipient of close-out requirements
Obtaing legal assistance if necessary to resolve
mecomplete close-out

If project 18 audited, responds to 1Issues and
ensuras recipient complies with audit
recommendations

Other (hist)

Percentage of Time Spent on Grants/Cooperative

Agreements Management:

%

Part 3. interagency Agreements Duties

Pre-Agreement

FProject

Plans and negotiates work effort

Estimates costs

Obtains funding commitments

Prepares commitment notice

Writes or reviews scope of work

Responds to pre-agreemenl inquines
Parhcipates in pre-agreemant conlerences
Coordinates with appropriate staff in developing
Independent Government Cost Estimates (IGEs)
Negotiates and ensures execution of Superfund
State Contracts (Superfund only)

Ferforms techrucal evaluation of work plan and
budget

Prepares funding package and oblains necessary
CONGUITENCEs

Other (hist)

nznagement/Administration

Reviews progress reports/inancial reports

Momitors cost managemaent and overall techmeas!
performance

Participates in decisions about project
modification/lermingtion

Conducts periodic review of Superfund State
contracts payment receipls (Superfund only)
inspects and accepts deliverables

Other (list}

Close-out.

Reviews final report

Decides on disbursement of equipment
Reconciles payments with work performed
Reviews Supearfund State Contracts to ensure full
reimbursement {Superfund only)

Certifies deliverables

Resolves close-cut issues with Grants
Management Offica/other agency

Other (list)

Time Spent on Interagency Agreements Management:

| %
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POSITION DESCRIPTION AMENDMENT

\./ EMPLOYEE NAME ORGANIZATION LOCATION OF POSITION
OAR/OTAQ/ASDNO
POSITION TITLE SERIES GRADE POSITION NUMBER
Admin Specialist 0301 12
AMENDMENT

‘géu posdion has baen reconstructed downward to grade level GS-12 tn order io provide progiession to the full performance levet
-13

The incumbeni receives on-the-job traming. progressively more compilex assignments. and closer supervision in the performance of
duties leading to the next higher level

The incumbent may be considered for pramotion when he/she has salsfaclority compieted appropniate iraiming. demonstrates the
abitity 10 perform work al the hugher grade level and meets basic quakfication and ekigibiity requirements including time-in-grade
and specialized expenence

Duties and responsibiities are essentisly the same as dascribed at the GS-13 level. except for the foltowing factors. The posdion
operates with a lesser level of independence and authorty Assignments are lass controversial

Factor 1: Knowledge Required By The Position - Level 1-7 (1250 points)

«  Professional knowledge of pertinent laws. regulabions. pokcies, and precedents which atfect ASD administrative

operatons. This inciudes knowtedge of the following. Agency timekeeping rufes and regulations. Agency travel rules and
| regulations; Agency records management ruies and regulations, Agency financial processes; Agency processes and

\J requirements for personnel actions. raining, performance agresments, and recrutmanthinng. and Division programs in
order lo support the effective planmng and Implsmentation of public hearings. This knowiagge is used for coordinating,
parforming. and tracking all admmisirahve procasses and proceduras in the Division

*  Strong wnitten and verbsl communication skills. This knowledge/skiN is used to effeciively provide gurdence and directon
to ASD managament and stafl regarong admimstretive processes, fo serve a3 Division Raison with Offica/Agency
pearsonnel, and 1o prapare relevant malerials and reports

»  Professwns! knowledge of various automated systems such ss FPPS. PeoplePlus, snd COMPASS Thus knowledge 15
used for processing personnel achons. managng timekeeping aclivilies, and developing contrasts end grams

«  Strong project ieadership shills. Ths knmmls used (o effectively monitor and track adminisiralive processes and
aclions. and prowide support to Division maelings. such as public heanngs

*  Strong abulity to criically analyze budget data for a large organization. This abiity 15 used for identifying and resolving
cormmon budgetary problems within the Dansion

e  Strong laamwork and collabaoration skilts. This knowiedge/siall 1s used to lead andior mentor the admirustrative 18am and
fo effectively coortnate assignments with Go-workers (management and staff) 1 the Office and the Agency

«  Strong analytical skits Tihus knowledge/skifl 1s used to assess the sffectveness of Division administrative processes and
matenals, identily any gaps and \.weaknessas create sohdions and/ar racommend improvements. and implemeni those
solutionsimprovements

CLASSIFIERS SIGNATURE DATE SUPERVISOR'S SIGNATURE DATE
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EPA FORM 3150-5 (9-73)
Pnnted on Recycied Paper



Office of Air & Radiation
Office of Transportation & Air Quality
Assessment & Standards Division
Immediate Office
Administrative Specialist, GS-301-12

Position Description Amendment

This position has been reconstructed downward to grade level GS-12 in order to provide
progression to the full performance level GS-13.

The incumbent receives on-the-job training progressively more complex assignments and closer
supervision in the performance of duties leading to the next higher level.

The incumbent may be considered for promotion when he/she has satisfactory completed
appropriate training, demonstrates the ability to perform work at the higher grade level and meets
basic qualification and eligibility requirements including time-in-grade and specialized
experience.

Duties and responsibilities are essentially the same as described at the GS-13 level, except for the
following factors. The position operates with a lesser level of independence and authority.
Assignments are less controversial.

Factor 1: Knowledge Required by the Position — Level 1-7 (1250 points)

* Professional knowledge of pertinent laws, regulations, policies, and precedents which affect
ASD administrative operations. This includes knowledge of the following: Agency timekeeping
rules and regulations; Agency travel rules and regulations; Agency records management rules
and regulations; Agency financial processes; Agency processes and requirements for personnel
actions, training, performance agreements, and recruitment/hiring; and Division programs in
order to support the effective planning and implementation of public hearings. This knowledge is
used for managing and tracking all administrative processes and procedures in the Division.

- Strong written and verbal communication skills. This knowledge/skill is used to effectively
provide guidance and direction to ASD management and staff regarding administrative
processes, to serve as Division liaison with Office/Agency personnel, and to prepare relevant
materials and reports.

* Professional knowledge of various automated systems such as FPPS, PeoplePlus, and
COMPASS. This skill is used for processing personnel actions, managing timekeeping
activities, and developing contracts and grants.

- Strong project management and organizational skills. This knowledge/skzll is used to effectively
monitor and track administrative processes and actions, and provide support to Division
meeting, such as public hearings.

- Strong ability to thoroughly and critically analyze budget data for a large organization.

This ability is used for identifying and resolving common budgetary problems within the
Division.



» Strong teamwork skills. This knowledge/skill is used to lead and/or mentor the administrative

team and to effectively coordinate work with co-workers (management and staff) in the Office
and the Agency.

» Strong analytical and decision-making skills. This knowledge/skill is used to assess the
effectiveness of Division administrative processes and materials, identify any gaps and

weaknesses, create solutions and/or recommend improvements, and implement those
solutions/improvements.



Extramural Resources Management Duties Checklist

This checklist may be used tp identify duties in managing contracts, grants, cooperative agreements, and
interagency agreements. It is a tool for identifying duties to be added to position descriptions for positions /\
requiring 25% or more of time on any combination of extramural resources management duties. The

qhecklist may be used as an amendment to position descriptions for positions requiring less than 25% of
time on these duties.

Employee Information Percentage of Time Spent on
Extramural Resources Management
Name \

' This position has no extramural resources
Position Num L U O management responsibilities.

ber A DO L{ i Total extramural resources managemsnt duties
occupy less than 25% of time.
Total extramural resources management duties
occupy 25% to 50% of time. These duties are

Title __ Administrative Specialist

Series/Grade  0301/12 indicated below and described in the position
- description.

. Total extramural resources management duties
Organization occupy more than 50% of time. These duties are
__USEPAJ/OAR/OTAQ/ASD/IO indicated below and described in the position

description.

When this checklist is used as an am nt to a ppsition description, the following signatures are required:

e

( /3 /
Supervisor’'s Signature N ) ( TN / Date _ N
Personne! Specialist's Signature]j/ @ W Date 5/ / // 4 =

Monitors management and performance of
delivery orders/work assignments after award
Defines scope of work for work assignments
Approves payment requests or ACH drawdowns
Manages cost-reimbursement contracts
Reviews invoices

Part 1. Contracts Management Duties

Pre-award:
Plans procurements
Estimates costs

[T

Obtains funding commitments .
Prepares procurement requests Inspects and accepts deliverables
Writes statements of work Other (list)

Reviews statements of work

Processes unsolicited proposals

Responds to pre-award inquiries Ciose-out.

Participates in pre-award conferences Writes reports on contractor performance. costs,

TTHTT

Conducts technical evaluation of proposais and tasks performed
Participates in debriefing/protests _____ Reconciles payments with work performance
Other (list) __ Closes out payments

Performs cost accounting

Provides assistance to Contracting Officer in

Post-award: settting claims

Prepares delivery orders ____ Other (list)
Reviews contractor work plans
Reviews contractor progress reports )
Monitors government-furnished property Percentage of Time Spent on Contracts Management:
Manitors cost, management, and overall technical O/O
performance of contract after award D f\




Part 2.

Grants/Cooperative Agreements Duties

Pre-application/Application:

N

—— -+ ———

1.

i

Award:

]

Prepares solicitation for proposais

Identifies potentiat grantees for areas of program
emphasis

Makes initial determinations (whether project is
procurement or assistance, whether agency has
legal authority, whether appiicant is eligible,
whether funding is available, etc.)

Provides administrative information to applicants
Determines appropriateness of applicant-s
workplan/activities/budget and compliance with
regulations and guidelines and negotiates
changes with applicant

Assists applicant in resolving issues in applicabon
For cooperative agreement, determines
substantial Federal mvolvernent and develops a
condition for agreement

Negotiates leve! of funding

Conducts site visits to evaluate program capability
Serves as resource to Selection Pane!

informs applicants of funding decisions

Other (list)

Prepares funding package, including Decision
Memorandum

Obtams concurrencestapprovals
Rewviews/concurs in compiated document
Establishes project file

Other (list)

\ jroject Management/Administration.

l

Monitors recipients activites and progress
Reviews reports and deliverables and notifies
recipient of comments

Provides technical assistance to recipients

|

T

Advises Grants Management Office of potential
problems/fissues

Participates in decision/actions lo ensure
successful project completion and in decisions to
impose sanctions

Approves payments requests or ACH drawdowns
Reviews requests for modifications, additional
funding, etc. and makes recommendations to
Grants Management Office

Negotiates amendments

Reviews Cost/Price/Analysis for recipient
contracts/change orders {Superfund only)

When necessary. recommends termination of the
agreement

Resolves with Grants Management Office
administrative and financia! issues

Conducts penodic reviews 1o ensure comphance
with agreement

Other (list)

Close-~out’

B
st st
oo
Sssmmee——

Certifies deltverables were satisfactory and timely
Provides assistance to recipients and Grants
Management Office to ensure timely closeout
Reconciles payment with work performed
Notifigs recipient of close-out requirements
Obtains legal assistance if necessary to resolve
incompiete close-out

I project is audited, responds to issues and
ansures recipient complies with audit
recommendations

Other (list)

Percentage of Time Spent on Grants/Cooperative

Agreemaents Management:

Part 3. Interagency Agreements Duties

Pre-Agreement

T

|
z

|

P

Plans and negotiates work effort

Estmates costs

QObtains funding commatments

Prepares commitment notice

Writes or reviews scope of work

Responds lo pre-agreement inquiries
Participates in pre-agreement conferences
Coordinates with appropriate staff in developing
independent Govemment Cost Estimates (IGEs)
Negotiates and ensures execution of Superfund
State Contracts (Superfund only)

Performs technical evaluaton of work plan and
budget

Prepares funding package and obtains necessary
concurrences

Other (hst)

Project Management/Administration

e e

\—/

Reviews progress reporisfinancial repors

(o)
o |7
Monitors cost management and overall technical
performance
Parlicipates in decisions about project
modification/termination

Conducts periodic review of Superfund State
contracts payment receipts (Superfund only)
Inspects and accepls deliverables

Other (list)

Close-out

T

Reviews final report

Decides on disbursement of aquipment
Reconciles payments with work performed
Reviews Superfund State Contracls to ensure full
reimbursemen! (Superfund only)

Certifies deliverables

Resolves close-oul issues with Grants
Managemant Office/other agency

Other (list)

Thme Spent on interagency Agreements Management:

%

C’
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" Lnited States Environmental Protection Agencey L. DUTY LOCATION SITION \JUMBF
POSITION DESCRIPTION COVERSHEET Ann Arbar, Ml Lox l i

-4 CLASSIFICATION ACTION: a. Reference of Serics and Dale pf Standards Used 1o Clase A this Position (a) oA YT _—F'L\/%hee_)r a9
ssif s - -go
i 6@"«6’5, T—g—'%q‘; 1h“i (b) AAWM&&‘LC—Q—M (/(p-"g GIUG—CQC, ZU"K-Q'—-‘-‘L&M,L GMGQ@&/Q/‘ -crg .

P b. Title c. Pay Plan d. Series ¢c. Grade f. CLC

\-.—ﬂ‘fci:l :jl(in Ac&wm&m)g_@ %7@“_‘9&' g—gy GRS eXiell \%

4. Supervisor's N e
Recommendation Administrative Specialist GSs 0301 S
5. ORGANIZATIONAL TITLE OF POSITION (if any) 6. NAME OF EMPLOYEE *
‘ e - : QQ\CZ’@(‘—G(E@/@ I\lQ‘l\'ﬁ.\\C
7. ORGANIZATION (Give complete organizalional breakdown) ¢. Chief ol Staff-Ann Arbaor 222 ’
. LLSCENVIRONMENTAL PROTECTION AGENCY I
b, Office of Air and Rudiation 2.
¢ Office of Transportalion and Air Quality h. Employing Office Location:

d. Office of the Director i. Organization Code: I - g oy ey e
LODDOY

8. SUPERVISORY STATUS

O [2] Supervisor or Manager. Position requires the exercise ol supervisory or managerial responsibilities that meet, at least. the minimum requirements
tor application ol the General Schedule Supervisory Guide (GSSG) or similar standards for minimum supervisory responsibility speeified in other
position classilication standards.

O [4] Supervisor. Position meets the delinition of Supervisor in 5.U.8.C. 7103(a)(10). but does not meet the minimum requirements for application of the
GSSG.

O |5] Management Official. Position meets the definition nf’n\mrmx‘«.nwm Official in 3.U.5.C. 7103¢a)(1 1). but docs not meet the GSSG definition of
Supervisor/Manager or the definition of Supervisor in 3.U.S.C. 7103(a) 10).

O [6] Lead Position leads a team performing one-grade interval work and mects the minimum requirements for application of Part | ol the Work Leader
Cirade Fvaluation Guide (WLGEG) or is under a wage svstem and meets similar minimum requirements as specified by those job standards or other

rectives ol the applicable pay system.

(mp am Leader. Position leads a tcam performing two-grade interval wark and meets the minimum requirements for application of Part 11 of the

p— it

A [8] All Other Positions. Position does not meet any of the above definitions. This is a non-superviser/non-managerial position,

9. SUPERVISORY CERTIFICATION | certify that this is an accurale statement of the major duties and responsibilitics of this position and its organizaticnal
relationships and that the position is necessary (o carry oul govemnmental functions for which | am responsible. The certification is made with the knowledge that this
miormation is tw be used for statutory pumoses relating (o appointment and payment of public funds, and that laisL or misfeading statements may constitute violations ol such

stutuies or their implementing regulations

Typed Name and Title of Immediate Supervisor d. Typed Name and Title of Second-Level Supervisor
fracey Bradish, Chiel of Stalf=Ann Arbor I. ci|a!. I1olmes Cook. Associatg Director, OTAQ

b. Signature ¢, Date rllLII’L f. Date

/(%MW\ /8 /20 \/W@ Via /i

10. OFFICIAL CLASSWPICATION CERTIFICATION: | certify that this position has been classiffed/araded as required by Tille 5. U.S. Code, in conformance with
standards published by the LS, Office of Persennel Management or, if no published standards apply directly. consistently with the most applicable published standards.

4. Promotion Potential

[ This position has no promoation potertial O 1l position develops as planned and employee progresses satislactorily. this position has known
promotion potential o grade;
b, P Risk Designation | ¢. Financial Disclosure Form d. “ldentical, Additional” (1A) ¢, FL8A Determination f. Functional
lLow O OGE-430 Required Allocation This position NONEXEMPT O EXEMPT* | Classification
O 2 Moderate g}(; E-278 Required a/mzl).' be 1A ¢d I(:;d/rnk exemption caregor’) Code
O 3 High Na financial disclosure O may not be 1A ed Administrative
seeuriny Clearance forms required O is limited to current incumbent | O Professional O Exccutive OO
Reguired: O Yes O No
u, Bargaining h. Check. if applicable: i. Classifier’s Signature j. Date
L nit Code E! Medical Monitoring Reqguired ; ( /) g’\
O Exwvamural Resources Management Duties ( Za ol time) \
l\(\ f,‘(} l I'his position is subject w random drug lullré(ﬁ‘ ) C// 2 \QA/U\J"E_"“ Al L
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Position Description
Administrative Specialist, GS-0301-13

INTRODUCTION

This position is located in the Environmental Protection Agency (EPA), Office of Air and
Radiation (OAR). Office of I'ransporntation and Air Quality (OTAQ). Assessment and Standards
Division (ASD), Immediate Oftice (10).

OTAQ has national responsibility for analyzing. controlling. and reducing emissions from all
mobile sources of air pollution, Mobile sources include cars, trucks. buses. motorcycles. farm and
construction equipment. lawn and garden equipment. marine engines, aircraft. and locomotives.

The mission of ASD is to develop control strategies to reduce emissions from mobile sources
through the establishment of national standards for vehicles. engines. and fuels. ASD carries its
mission through regulation. policy. and technology development. guided by the assessment of
environmental and economic impacts. policy development and analysis. and the demonstration of
innovative technologies.

DUTIES AND RESPONSIBILITIES

The employee serves as the Administrative Specialist for the Division, providing general
management of administrative processes and systems. The position supports policies and
programs required to carry out ASD’s responsibilities in the development of regulatory programs
tor vehicles. engines. and fuels.

To perform the job. the employee performs a variely of assignments revolving around the
following main areas: 1) administrative management and suppon, 2) financial management
(budget/contracts/grants/purchase cards). 3) human resources administration. and 4)

communications/outreach. The employee uses knowledge of Division programs to make
decisions on prioritics and to provide direction and guidance in the management of Division

oflice operations.

e Scrves as the primary contact for OTAQ and Agency administrative processes (e.g.. time
and attendance. travel, records management. etc.) within the Division and provides
guidance accordingly to administrative stafT in ASD:

o Provides direction and guidance on administrative procedures and proccsses 10
ensure consisiency across the Division and compliance with OTAQ and Agency
requirements; keeps Division informed on new policies

< Manages the Division Director’s calendar/schedule 1o include meetings and travel

Plans, develops. coordinates, and implements standard operating procedures to
support the administrative needs of the Division

(b}



O Serves as the records liaison officer for ASD and conducts periodic audits of
records management functions

o Monitors space and equipment allocation

* Servesas the timekeeper for ASD, performing limekeeping duties as required by the
Agency

o Contacts employees who have not completed their PeoplePlus entries. determines
causc of non-compliance. and takes appropriate action

o Esiablishes appropriate timelines for Division staff and managers to complete
lime and attendance enirics and approvals in PeoplePlus

o Generaies reports to monitor status of PeoplePlus entries and approvals and
supports supervisors as needed to ensure that all entries are accurate

o Works with appropriate entity (IBC or HRPAYHELP) to resolve timekeeping
discrepancics and attendance records

. "l ra«.ks and momtom budgcl and work ass:gnmcms for conststcnc; with Division
priorities: generates reports. tracks spending, and reconciles expenses against projections
using PeoplePlus. COMPASS. Concur, Division spreadsheets and databases. etc.

e Becomes COR certified in order 1o develop and manage contracts/grants. and serves as
project officer as needed

» Monitors contracting officer representative (COR) certification requirements; notifies
CORs of requirements and provides reminders. and submits updates to OD oversight
team as needed

o  Oversees the use of Federal purchase cards. conducts regular reviews. resolves
discrepancies. tracks training and cenification, and provides guidance as needed

Human Reso
e Prepares paperwork and forms related to human resource administration (recruit actions.
personnel actions. training forms, performance agreements. awards forms, elc.) as nceded
e Supports management in recruiting and hiring actions (preparation of recruitment
packages. interview support. candidate travel arrangements, preparation of recruitment
packages, onboarding processes for new employees)
+ Monitors employee training requirements, flexiplace agreements. etc.

Communications/Outreach:

e Assists teams within ASD in communications/outreach eftorts, with a lead role in the
plunning, coordination. and administration of public hearings

o ( )rl.amzcs and coordinates perindic meetings with stakeholders, which could include
preparing apendas and required materials. and providing other assisiance as necded

Factor t: Knowledge Required By The Position - Level 1-8 (1550 points)

e Mastery knowledge of pertinent laws, regulations, policies, and precedents which aflect
ASD administrative operations. This includes knowledge of the following: Agency
timeckeeping rules and regulations: Agency travel rules and regulations: Agency records
managcment rules and regulations: Agency financial processes: Agency processes and




requirements for personnel actions. training, performance agreements, and
recruitment/hiring: and Division programs in order to support the effective planning and
implementation of public hearings. This knowledge is used for managing and tracking all
administrative processes and procedures in the Division,

* Strong wrilten and verbal communication skills. This knowledgesskill is used to
effectively provide guidance and direction 10 ASD management and staff regarding
administrative processes, to serve as Division liison with OfficesAgency personnel, and
1o prepare relevant materials and repuoris,

¢ Strong skills in various automated systems such as FPPS. PeoplePlus, and COMPASS.
This skill is used for pracessing personnel actions, managing timekeeping activities, and
developing contracts and grams.

» Strong project management and organizational skills. This knowledge/skill is used 10
eflecrively monitor and track adminisirative processes and actions. and provide support
to Division meetings, such as public hearings.

¢ Strong ability to thoroughly and critically analyze budget data for a large organization,
This ability is used for idemifying and resolving common budgetary problems within the
Division,

o Strong teamwork skills. This knowledge/skill is used 1o lead and/or mentor the
administrative team and to ¢ffectively coordinate work with co-workers (management
and staff) in the Office and the Agency.

e Strong analytical and decision-making skills. This knowledge/skill is used 10 assess the
effectiveness of Division adminisirative processes and materials. identify any gaps and
weaknesses, create solutions and’or recommend improvements, und implement those
salutions/improvements,

Factor 2: Supervisory Controls - Level 2-4 (450 points)

The supervisor sets the overall objectives of the work, providing general guidance on project
plans for assigned duties, However, the employee will generally make independent decisions on
daily matters that are based on standard operating procedures or prior practice. The supervisor
will rely on the knowledge of the employee of administrative and budgei-related processes for
the daily operation of the Division. For routine and day-to-day administration of Division
operations. the employee will use his/her undersianding and knowledge of Division programs.
statl. policies. and needs 1o carry out his/her assigned duties. The employee will also seek
assistance from other stat in the Division. Office. and Agency to carry out assigned duties.
including the organization of resources needed to carry out the tasks required for the effective
operation of the Division. Significant problems or controversial issues are referred (0 the
supervisor, The employee will inform the supervisor of potentially controversial findings. issues.
or problems with widespread impact but, otherwise. will carry out the assigned tasks
independently.

Work that is controversial or impacis the Division is reviewed upon completion for technical
adequacy. consistency with objectives. and adherence to standard practices. Otherwise, routine
work products do not need higher level review,



Factor 3: Guidelines - Level 3-4 (450 points)

Guidelines consists of Federal. EPA. OTAQ. ASD policies and procedures. and instructions
given by the supervisor. Guidelines could include unwritten policies, precedents. and practices
which may not be completely applicable to the work or may not be specific. and which deal with
matiers relating Lo judgment. efficiency. and priorities rather than processes. There will be
instances when the employec’s actions will be based wholly or in part on unwritten guidelines or
practices that will require sound judgment. The employec also uses judgement in choosing.
interpreting, or adapting available guidelines (o specific issues, based on the general direction
given by the supervisor.

Factor 4: Complexity - Level 4-5 (325 Points)

The work includes various dutics involving difterent and unrclated processes and methods. This

could include timekeeping. travel arrangements, budget-related issues. contracts issues,

personnel actions. and communications with internal and external stakeholders, The employee

works independently on tasks that typically include varied responsibilities that involve gathering

information, identifying and analyzing options. and making decisions. The employee makes

decisions on what needs to be done for the day-to-day administrative operations of the Division

based on the employee’s knowledge of the duties. prioritics, commitments. policies, and

procedures, guided by Agency rules and requirements. Occasionally. the employce will identify

opportunities for the improvement of administrative processes to cnsure that the Division is .
operating efTiciently and that the Division stalt are in compliance with Agency rules and

rcquxrcmcms. —

Factor 5: Scope and Effect - Level 5-4 (225 Points)

The employee contributes to programs that are national and international in scope. Individual
contributions provide administrative support necessary 1o carry out the mission of ASD.
including the development of regulations 1o control emissions from mobile sources.

The employee’s oversight of the administrative processes in ASD reflects the reliability and
reputation of the Division. and the quality of the work of the employee ultimately impacts the
accomplishment of the mission of the Office. The employce identifies and resolves problems and
issucs that affect the orderly and efficicnt Now of administrative processes and requirements
related to assigned dutics with parties inside and outside the organization.

Factor 6 and 7: Personal Contacts and Purpose of Contacts — Level 3C (180 points)

Contacts are with individuals or groups from inside and outside of the employing agency a1
national or international levels in highly unstructured settings. Thesc could include phone calls
and electronic communications involving stafl, managers. contractors. members of Congress,
representatives of foreign governments, presidents of domestic and international large firms.
members of the news media. keaders of public action groups, and members of the public. The
purpose and extent of each contact is different. and the role and authority of each party must be




identified and developed during the course of' the interaction.

The purpose of personal contacts ranges from factual exchanges of information to resolving
problems affecting the efficient operation of the Division. This could include resolving
discrepancies on time reporting. negotiating issues related to budget and/or contracis. providing
guidance to staff and managers on required administrative procedurcs, dealing with vendors
providing services to the Division, ete.

Factor 8: Physical Demands - Level 8-1 (5 Points)

Wark is basically sedentary with minimal physical demand required. There is some carrying of
light items such as papers and tiles. Occasional walking. bending. or climbing may be required.

Factor 9: Work Environment - Level 9-1 (5 Points)

The work is performed primarily in an office environment. Al times, the employee may be
required 1o visit the Jaboratory where normal safety precautions must be observed. The work area
is adequately lighted. heated, and ventilaled.

Total Peints = 3190
Grade Conversion = GS-13
Title and Series = Administrative Specialist, GS-0301

L )



Position Classification
Evaluation Statement
Request No.: No action #

1. INTRODUCTION:

A. Position Location: OAR; OTAQ; ASD; IO

B. Action Requested: Recruitment

C. Proposed Classification: Administrative Specialist GS-301-13
D. Audit or Supervisory Interview: No

II. REFERENCES: (a) OPM PC Flysheet for GS-301 Series, TS-34, 1/79; (b)
Administrative Analysis Grade Evaluation Guide, TS-98, 8/90.

III. SERIES DETERMINATION: The work of this position involves analytical work
of a general administrative nature, with no specific subject-matter occupational series
being appropriate. Therefore, it is allocated to the GS-301 series.

IV. TITLE DETERMINATION: Administrative Specialist is the constructed title
desired by the submitting office and is in common use throughout the agency.

V. GRADE DETERMINATION:

FACTORS FLDS/PTS COMMENTS
1. Knowledge | 1-8 1550 Pts | The position meets level 1-8. The work requires expert knowledge
Required of and skill in applying qualitative, quantitative, analytical, and

evaluative techniques to the identification, consideration, and
resolution of issues facing the operation and management of
administrative services and programs to the Division. This
knowledge and skill is used to effectively operate and manage key
functional areas such as contracts, grants, IAGs, budgets, time and
attendance, HR administration, Purchase Card operations, records
management, and administrative management; and to develop and
carry out assessments to evaluate current programs or work
processes and to recommend improvements, when necessary. In-
depth knowledge of laws, regulations, policies, and precedents
pertaining to personnel, operations, budgets, and/or equipment to
prepare protocols, processes, and procedures to maximize efficient
utilization of staff, budget, equipment, and other resources. Ability
to identify, evaluate, and resolve gaps in processes, procedures, or
policies; and to conduct audits of specific areas, identify necessary
improvements or corrections, and implement solutions. Written
and verbal communication skills are required to provide reports,
analysis, briefings, and presentations. This is the highest level in
the standard.

The position exceeds level 1-7, at which the work requires
analytical ability, judgment, discretion, and knowledge of a
substantial body or administrative or program principles, concepts,
policies, and objectives such as would be gained through extended




graduate study or experience and skill in applying this knowledge
to difficult and complex work assignments.

2. Supervisory
Controls

24 450 Pts

The position receives general supervision typical of level 24.
Supervisor assigns work in terms of overall objectives and
resources available. Employee and supervisor, in consultation,
develop the deadlines, projects, and work to be done. Employee
independently plans, organizes and performs the work; determines
the approach and makes modifications as needed. Work is
reviewed for feasibility and effectiveness in meeting the assignment
requirements.

The supervisory controls fail to reach level 2-5, which is a level of
extraordinary independence.

3. Guidelines

34 450 Pts

The position meets level 3-4 at which guidelines at which
guidelines consist of administrative policies/precedents which are
available but are often inadequate in dealing with the more complex
or unusual problems (e.g., the FAR, agency contracting guides,
various EPA manuals, travel regulations, etc.). The incumbent is
required to use resourcefulness, initiative, and judgment based on
experience to deviate from or extend traditional techniques and
practices in developing solutions to problems where precedents are
not applicable.

The position does not reach level 3-5, at which guidelines consist of
basic administrative policy statements, references to pertinent
legislative history, related court decisions, state and local laws, or
policy initiatives of agency management.

4. Complexity

4-5 325Pts

The position meets level 4-5 at which the work consists of projects
and studies which require analysis of interrelated issues of
effectiveness, efficiency, and productivity of substantive mission-
oriented programs; assignments require developing detailed plans,
goals, and objectives for the long-range implementation and
administration of the program, and/or developing criteria for
evaluating the effectiveness of the program.

The position fails to reach level 4-6, at which the employee plans,
organizes, and carries through to completion analytical studies
involving the substance of key agency programs; typically serves as
the team leader responsible for assigning segments of studies to
various participants, coordinating efforts of the group and
consolidating findings into a completed product; there is extreme
difficulty in identifying the nature of the issues or problems to be
studies and in planning, organizing, and determining the scope and
depth of the study. Work typically involves efforts to develop and
implement programs based upon new or revised legislation
requiring consideration of the immediate sequential, and long-range
effects.

S. Scope &
Effect

5-4 225Pts

The position meets level 5-4 at which the purpose of the work is to
assess the productivity, effectiveness, and efficiency of program
operations; establish criteria to measure and/or predict attainment
of program goals and objectives and developing related
administrative regulations.

The position does not reach level 5-5, at which the purpose of the




work is to analyze and evaluate major administrative aspects of
substantive, mission-oriented programs.

6. Personal
Contacts

6-3

see #7

Personal contacts meet level 6-3 and include other agencies,
contractors, private industry, and public groups, who are likely to
embrace points of view and positions that differ from those of the
Agency in fundamental ways. Their objectives are likely to differ
from program requirements and there may be elements of an
adversarial relationship or other obstacles to overcome. This
requires greater initiative and persistence in maintaining good
working relationships.

Contacts to not meet level 6-4, which include high-ranking officials
of other agencies, top congressional staff, state executives or
legislative leaders, etc.

7. Purpose of
Contacts

7-d

230 Pts

Contacts meet level 6-4, which (according to the PD) include high-
ranking officials of other agencies, Members of Congress,
representatives of foreign governments, presidents of large
domestic and international firms, members of the news media,
leaders of public action groups, state executives or legislative
leaders, etc., in highly unstructured settings. The purpose and
extent of each contact is different, and the role and authority of
each party must be identified and developed during the course of
the interaction.

Personal contacts exceed level 6-3 and include other agencies,
contractors, private industry, and public groups, who are likely to
embrace points of view and positions that differ from those of the
Agency in fundamental ways. Their objectives are likely to differ
from program requirements and there may be elements of an
adversarial relationship or other obstacles to overcome. This
requires greater initiative and persistence in maintaining good
working relationships.

8. Physical
Demands

5 Pts

Work is sedentary.

9. Work
Environment

9-1

5 Pts

Work is performed in an office environment.

Total Points:

3230

3155—3600 converts to GS-13

V1. SUMMARY:

A. FINAL TITLE, SERIES, GRADE: Administrative Specialist, GS-301-13
B. FLSA DETERMINATION: Exempt under 5 USC 551.206

C. FUNCTION CODE: N/A

D. DRUG TESTING REQUIREMENTS: Information not provided.
E. FINANCIAL DISCLOSURE REQUIRED: Information not provided.

VII. SIGNATURE AND DATE




Apﬂ"é& 3 ;)-n&mm. 4/22/16

Barbara M. Moore Date
Sr. Contract Classification Specialist
FPMI Solutions, Inc.




Extramural Resources Management Duties Checklist

] t;is checklist may be used to identify duties in managing conlracts, grants. cooperative agreements, and
interagency agreements. (t is a tool for idenlifying duties to be added to position descriptions for positions /\
requiring 25% or more of time on any combination of extramural resources management duties. The

checklist may be used as an amendmen! to position description i i
l"me on these duties. p iptions for positions requiring less than 25% of

Employee information Percentage of Time Spent on
Extramural Resources Management

Name .
4 ; This position has no extramural resources
Position Number LATO 400 management responsibilities.
Tota! extramural resources managemsnt duties
_ . i o occupy less than 25% of ime.
Title __Administrative Specialist Total extramural resources management dulies
occupy 25% to 50% of time. These duties are
Series/Grade 0301 / 74 indicated below and described In the position
- description.
0 izati —___ Total extramural resources management duties
rganization occupy more than 50% of time. These duties are
__USEPA/OAR/OTAQ/ASD/IO indicated below and described in the position
description.

When this checkfist is used as an a:mt to a ppsition descnpﬁgn the following signatures are required:
{
Supervisor's Signature ) ( LN Date //1 3 / 1é
2 ' ! i .
Personnel Specialist's Signatur&}/ @ W Date 5/ / // y
Part 1. Contracts Management Duties Monitors management and performance of

delivery orders/work assignments after award
Defines scope of work for work assignments
Approves payment requests or ACH drawdowns
Manages cost-reimbursement contracts
Reviews invoices

Inspects and accepts deliverables

Other (list)

Pre-award.

Plans procurements

Estimates costs

Obtains funding commitments
Prepares procurement requests
Writes statements of work
Reviews statements of work
Processes unsolicited proposais

Responds to pre-award inquiries Close-out.
Participates in pre-award conferences Wirites reports on contractor performance, Costs,

|

I

Conducts technical evaluation of proposais and tasks performed
Participates in debriefing/protests Reconciles payments with work performance
Other (list) Closes out payments
Performs cost accounting '
Provides assistance to Contracting Officer in
Post-award’ satlling claims
Other (list}

Prepares delivery orders

Reviews contractor work plans
Reviews contractor prograss reports .
Monitors government-fumished property Percentage of Time Spent on Contracts Management:
Monitors cost, management, and overall technical %

performance of contract afier award D /.\

1




Part 2.

Grants/Cooperative Agreements Duties

Pre-apphecationiApphcation

Prepares solicitation for proposals

Identifies potentiat grantees for areas of program
emphasis

Makes initial determunations (whether project is
pracurement or assislance, whether agency has
legal authonty, whether applicant is eligible.
whether tunding 15 avallable. etc )

Provides adrministrative imformation to applicants
Determines appropriateness of applicant s
workplan/activities/oudgel and compliance with
regutations and gurdelines and negotiales
changes with applicant

Assists apphcant in resolving 1ssues n apphcation
For cooperative agreement. determines
substantial Federal involverment and develops a
cendition for agreement

Negotiates level of funding

Conducts site visits to evaluate program capability
Sarves as resource to Selection Panel

informs applicants of funding decisions

Other {list)

Prepares funding package. including Decision
Memarandum

Obtams congurrences/approvals
Rewviews/concurs in completed document
Establishes project file

Other (het)

Management/Admmistration

Monrors reciprents activities and progress
Reviews raporls and deliverables and notifies
recipient of commaents

Provides iechnical assistance 1o reciplents

Advises Grants iianagement Office of potential
problems/issues

Participates in decision/actions to ensure
successiul project completion and in decisions 1o
impose sanctons

Approves payments requests or ACH drawdowns
Reviews requests for modifications, addifional
funding, etc. and makas recommendations 1o
Grants Managerment Office

Negotiates amendments

Reviews Cost/Price/Analyss for recipient
contracis/change orders (Superfund onty}

VWhen necessary. recommends errmunation of (he
agreement

Resolves with Grants Management Office
administrative and financial issues

Conducts perigdic reviews (0 ensure compliance
with agreement

Other (list)

Close-oul’

Certfies deliverables were satisfactory and timely
Frowvides assstance to recipents and Grants
ttanagement Office to ensure timely closeout
Reconcies payment with work performed
Notifies recipient of close-out requirements
Obtains legal assistance If necessary to resolve
ncomplete close-out

If project is audited, responds to 1ssues and
ensures recipient complies with audi
recommendations

Other (Isst)

Percentage of Time Spent on Grants/Cooperative

Agreements Management:

Yo

Part 3. Interagency Agreements Duties

PreAgreement

Plans and negotiates work effon

Estimates costs

{btans funding commutmants

Prepares commitment notice

Wintes o1 reviews scope of work

Responds lo pre-agreament mouirngs
Participates in pre-agreement confdérences
Coordinates with appropnate staff in developing
Independent Government Cost Estimates (IGEs)
Negohates and ensures exaculion of Superfund
State Contracts (Superfund only}

Performs techrucal evaluahon of work plan and
budget

FPreparas funding package and oblains necessary
concurrences

Other (hst)

Project Management/Administration

Reviews prograss reports/financial reports

Monitors cost managament and overall technical
periormance

Parlicipates in decisions about project
rmodificationftermination

Conducts periodic review of Superfund State
conlracts payment receipts (Superfund onty)
tnspects and accepts deliverables

Other (list)

Close-oul

Reviews final report

Decides on disbursement ol equipment
Reconciles payments with work performed
Reviews Superfund State Contracts to ensure full
reimbursement (Superfund anly)

Certifies defiverables

Resolves close-oul issues with Grants
Management Gffice/other agency

Other thist)

Time Spent on Interagency Agreements Management:
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